
Assignment Archive: 

1. Assignment Archive is what you use if you have to edit an assignment you have already 

created in Assignment Builder. 

2. At the top of your toolbar (in blue), click on Assignments then Assignment Archive. 

 

3. Click the SEARCH button to get all of the assignments you have created to pull up. 

 

4. To DELETE an assignment, checkmark the box beside the assignment and click the 

DELETE button at the top. 

 



5. To OPEN a COPY of the assignment you created (to see what tasks/activities are in the 

assignment), checkmark the box beside the assignment and click “Open a Copy.” 

 

6. There are many OPTIONS once you open a copy of the assignment (see below).  You can 

change the title of the assignment at the top, delete parts of the assignment, make a 

new folder for the assignment, add decision points (70% markers), or start the 

assignment over by clicking the NEW ASSIGNMENT button.  Once you finish making 

changes, be sure to click the “Complete Assignment” button at the bottom to finish. 

 

 



7. To EDIT an assignment, checkmark the box beside the assignment you want to edit, 

then click the EDIT button at the top.  

 

8. The Assignment Properties (see below) will appear asking if you want to edit the Name 

of the Assignment, the order in which the assignment has the students do the tasks, etc.  

If you only wanted to edit this part, click SAVE CHANGES at the bottom.  

 

9. If you want to EDIT the actual TASKS or ACTIVITIES within the assignment, click on the 

EDIT TASKS button at the bottom (left of the SAVE changes button).  Then you will 

proceed as normal with “Completing the Assignment.” 

 


